
 
 
Food Service and Hospitality Coordinator 
(Part-Time 25 hours/week) 
 
About us 
 
Since 1995, Hospice Vaughan, a not-for-profit, volunteer based organization, has been 

helping people with life-limiting illnesses live fully in comfort and with dignity until they 

die, while providing support for families, friends, and caregivers. Over the past 26 years 

we offer community based programs and services including Hospice at Home, Day 

Programs, Wellness Programs, Counselling, Education and Bereavement services. We 

are currently expanding to include a new Centre of Excellence that will include a health 

care facility with a 10-bed hospice residence; that is now scheduled to open.  

 

JOIN OUR TEAM:  

 
This role will appeal to a dynamic and caring professional who values hospice palliative 
care and who is eager to support a growing organization and an energetic team. 
Reporting to the Executive Director and working closely with senior team.    

This roles provides food and hospitality support to the entire organization ensuring food 

services support is provided throughout the organization, programs and services. 

Ensuring quality and safety for those in our facility, equipment and infection control 

measures.    

 
CORE DUTIES:  

The Food Service and Hospitality Coordinator ensures a warm, inviting, efficient and 
effective food services, hospitality and kitchen operations. Ensuring warmth, 
compassion and safety for our clients, families, volunteers and staff at Hospice 
Vaughan. This Coordinator oversees and delivers all aspects of food service and 
provides direction to and works collaboratively with hospitality /food service volunteers 
and all levels of staff. The Coordinator will also be responsible for performing 
housekeeping duties related areas of responsibility and other support as needed.   
 
Primary Duties and Responsibilities  

 Ensures the on-going development and maintenance of a warm, inviting food 
service and hospitality atmosphere.  

 Develops and implements a monthly and annual food services work plan.  

 Develops and updates food service policies, procedures and supporting 
documentation.  

 Develops and coordinates a weekly food service plans  



 Coordinates food shopping, weekly menu planning and cooking that includes 
standard fare (e.g. soups, baked goods at certain times of day, etc.) and 
consideration of client food preferences 

 Arranges regular food service, appliance and equipment training for volunteers 
and staff 

 Ensures on-going monitoring of kitchen cleanliness and appliance state of repair 
with regards to public health, and health and safety standards 

 Conducts regular kitchen inspections and addresses issues in a timely manner 

 Prepares an annual budget for kitchenware, tableware, equipment and supplies 

 
Qualifications  

 

 Must possess skills in cooking, food preparation, and serving functions  

 Must possess or acquire certification for safe food handling  

 Prior experience in hospital, long-term care, and/or general food service settings 
is considered an asset 

 Skill, knowledge, and ability to set up food service systems that support the 
ability to offer high quality food service 24/7  

 Working knowledge of food service industry standards and regulations  

 Demonstrated wide-range of hospitality and housekeeping experience 

 Excellent interpersonal and communication skills 

 Ability to work effectively in a team environment  and provider mentorship to 
others  

 Positive Attitude – takes responsibility, is accountable, respectful of others, able 
to deal with change 

 Computer skills including experience with Microsoft suites (Word, Excel etc.)  

 Strong communications skills (English along with other languages preferred)  

 Sensitive to work within Hospice Palliative care and end of life care environment   

 Familiarity with basic health and safety  

 Valid Ontario Driver License  

 Access to reliable vehicle and insurance 

 Ability to carry and lift up to 30 lbs  

 Ability to work in a busy environment and work flexible hours as required 
 Willingness to perform any other duties to ensure that organization requires to 

support operations in an effective, professional and home like manner 
 Successful candidate is required to provide a criminal reference check 

 
Please specify “Food Service and Hospitality Coordinator” in the subject line of your 
email to hr@hospicevaughan.com  and ensure you provide your personal email address 
if applying via other job sites.  

We would like to take this opportunity to thank all applicants, however, only those 
selected for interview will be contacted. Please no phone calls or agency inquiries.  

Please apply no later than Feb 24, 2021 but posting will remain open until hiring 
confirmed. 
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